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CHINESE MARITIME CUSTOMS: 
STAFF ORGANISATION AND CONTROL. 


L—STAFF ORGANISATION. 


The Service is divided into two main branches, viz., the Revenue 
and Marine Departments. ‘The staff in these two departments is divided 
into two main categories, Service-Listed and Non-Service-Listed, the 
latter comprising all miscellaneous lower-grade employees such as ‘Ting- 
ch‘ai, Coolies, Boatmen, etc. 


The Service-Listed ranks in the two main departments are given in, 
Appendix No. 1. 


IIl.—_THE GENERAL SYSTEM: OF STAFF 
ADMINISTRATION. 


The general methods of administration are the same throughout the 
service, and therefore, to avoid repetition, the following paragraphs are 
confined _to_a_ detailed description of the Service conditions of, and the _ 


system of st: staff control as applied to, the In-door and Out-door Staffs of 
the Revenue Department, with a few separate remarks on the Non- 
Service-Listed Staff. 7 


The present system is the outcome of gradual development over a 
period of many years during which former methods have been suitably 
adjusted as dictated by experience to meet changing conditions. General 
authority is therefore to be found not in any single set of rules but in the 
numerous instructions which from time to time have formed the subject. 
of the Inspector General’s Circulars and despatches, and uniformity in 
the application of these instructions has been achieved by close adherence, 
wherever possible, to the carefully recorded precedents to the various 
cases that arise. : 


cee 


od —THE STAFF SECRETARIAT OF THE INSPECTORATE GENERAL 
OF Customs. 


There is a special Staff Department in the Inspectorate to assist the 
Inspector General in his administration of the large staff under his control. 
This department, which is in charge of a Commissioner holding the post 
of Staff Secretary, is responsible for all routine work in connexion with — 
. staff matters. 


Before proceeding to an explanation of the general conditions of 
service and the system of staff promotion, transfer, discipline, etc., it is 
first necessary to describe briefly the nature and purpose of the various 
records and reports kept in the Staff Department in order that the eee 
| of control may be fully understood. These are as follows :— 


(a) Memo. of Service. 


Three copies of the Memo. of Service are made out for every 
Service-Listed employee on his first appointment to the Service. 
On this form, of which a specimen is appended, are recorded full 
particulars of the employee’s age, nationality or family home, rank, 
pay, etc. One copy of the Memo. of Service is forwarded to the 
Inspectorate and retained permanently in, and kept up to date by, 
the Staff Department, and two other copies accompany the 

_ employee from port to port and are kept up to date at the port 
concerned. When an employee is transferred one of the two 
copies of his Memo. of Service is posted direct to the new port 
and the other is carried by the employee in his introductor 
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despatch, thus reducing the possibiity—eftota Ss Or falsifica- 
——====$forl of this al document. The Memo. of Service is the 

principal record of an employee’s career, and its importance is SO 

obvious as to require no emphasis. | 


(b) Confidential Reports on Staff. 


These are prepared at the ports by the Commissioners or 
senior officers and are forwarded to the Inspectorate annually 
in December. Their object is to provide the Inspectorate 
with detailed information as to each man’s character, ability, 
qualifications, etc. The annual Confidential Reports, specimen 
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copies of which are appended, supply information which is 
absolutely essential to the Inspectorate when dealing with questions. 
of promotion, appointment, transfer, discharge, etc. 


Whilst one single report may not necessarily convey a true 
impression of a man’s character and ability, the collection of several 
reports written by different chiefs forms a highly reliable guide to 
a man’s general merit. 


Special instructions on the preparation of Confidential Reports 
have been issued from time to time, and a copy of the most 
informative Circular on this subject is appended hereto. 


(c) Return of Foreign and Chinese Staff Requirements in the Revenue 
Department. 


This return, of which a specimen is appended, is prepared at 
the ports and submitted to the Inspectorate at the end of June and 
_ December each year. 


The information supplied in it assists the Staff Department in 
maintaining the correct strength of the staff at each port. It also | 
affords port Commissioners a ready means of indicating adjustments 
in their staff which they deem to be ea to meet changing 
conditions. 


By making a comparative study of the returns for previous 
years and of those for other ports the Staff Department is also 
able to gauge whether a port is under-staffed or over-staffed and 


“consequently, in’ in cases of doubt, to determine whether the stated 
requirements should be met in full or not. 


(d) Staff Return and Housing Arrangements. 


This return, of which a specimen is attached, is submitted to 
the Inspectorate annually in June. It supplies information which 
assists the Staff Department in selecting employees for transfer 
_ and in making suitable appointments. Length of service in a port 
and the state of an employee’s health are factors which always 
require consideration when arranging transfers. Likewise, housing 
arrangements must be studied before appointments are made. 
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(e) Monthly Return of Service Movements. 


The appended specimen of this return is self-explanatory. 
‘The particulars given are either checked or recorded, as the case 
may be, in the Staff Department, which is thus able to verify that . 
promotions, appointments, transfers, leaves, etc., have been effected 
in accordance with Inspectorate instructions. 


(f) S/O and Confidential Letters. 


Port Commissioners are entitled to address the Staff Secretary 
_ direct by S/O or confidential letter should they deem it necessary 
to bring to his notice matters, concerning the staff under their 
control, which are not of sufficient importance to require the 
Inspector General’s personal attention. | | 


(g) Service List. 


This annual publication gives a complete list of the names, 
ranks, stations, and other particulars of all higher-grade employees 
in the Service and an analysis of the total number of employees of 
all categories, both higher and lower grade, in the Revenue and 
Marine Departments, on the Ist June each year. : 


It is prepared in the Staff Department from special returns 
forwarded by the ports and is printed in the Statistical Department. 
Copies are supplied to all Customs offices and to all Commissioners, 
Deputy Commissioners, Assistants, Service Clerks above the rank 
of 3rd Clerk, A, Boat Officers, B, and Examiners, B, upwards, and 


(A) Gazettes. 


Monthly gazettes are prepared by the Staff Department and — 
are printed by the Statistical Department. These gazettes, which 
are distributed to all offices, publish for general information all 
transfers, promotions, withdrawals, etc., of staff which have taken 
place during the month concerned. 


Special promotion and transfer gazettes are issued in the 
spring and autumn. These special gazettes include the names of 
all Service-Listed employees, other than those in the most senior 
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ranks, who have been granted routine promotions or who have 
been selected for transfer. ‘These special gazettes serve as requisite 
authority to the ports for the issue of increased pay to, or transfer 
of, the employees referred to therein. 


The promotion or transfer of senior employees is generally 
notified by despatch to the port or ports concerned. 


(4) Miscellaneous Records. 


In addition to the above, numerous records and files of lesser 
interest are kept in the Staff Department. These include— 


(1) An Alphabetical Card Index, giving the names, ranks, 
stations and other brief particulars of all Service- 
Listed employees. 


(2) A Distribution Book, giving the names and ranks of all 
Service-Listed employees at each port. The entries 
in this book are kept up to date from day to day. 


(3) A. Memo. Book, giving details of all decisions which 
concern the interpretation of Service rules and which 
-may later be quoted as precedents, 


2.—APPOINTMENTS IN THE SERVICE. 


In January 1929 a special Commission met at Nanking by order of 
the Director General of the Kuan-wu Shu to discuss a revision of Service » 
régulations affecting the Staff in general and to submit resolutions with 
regard more especially to the conditions Bovermne the np 2 uo 
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of Finance, the following eae mention in this paragraph :— 


Cessation of Recruiting of Foreigners—No foreign employee 

_ shall henceforth be appointed unless special circumstances requiring 

the engagement of technical experts who cannot be selected at the 

time from among Chinese employees demand such appointment. 

-In such cases the Inspector General may engage foreign experts 
with the approval of the Director General of the Kuan-wu Shu. 


The recruitment of foreigners having ceased, except in special cases 
in which technical experts, etc., are required, all vacancies in the Service 
are now filled by Chinese. 7 | 
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In-door Staff: Service-Listed. 


(a) Assistants and Service Clerks.—Vacancies in the ranks of Assistants 
and Service Clerks are filled by graduates of the In-door School of the 
Customs College. On passing a medical examination, particulars. of 
which will be found on the specimen form appended, the graduates are 
appointed to the Service by the Kuan-wu Shu as Hstieh-hsi-yian to 
undergo general training in Customs work for a period of one year. 


They are required to pass quarterly examinations on the work they 
have been performing and, on expiry of one year, have to pass another 
medical examination and an Inspectorate written and oral examination 
comprising the following subjects :— 


1. Chinese essay. 
2. English essay. 
3. Translation: English into Chinese and Chinese into English. 
4, Arithmetic. 
5. General knowledge and Customs subjects. 


Special confidential reports and recommendations on each man are 
submitted separately by the port Commissioner and the oral examiner. 


. The Staff Secretary carefully studies these reports, the marks 

obtained in the various examinations, and the marks obtained by the 
students while at the Customs College, and submits his recommendations 
to the Inspector General for the appointment or discharge of each Hsiieh- 
hsi-yiian. Subject to vacancies and qualification, the best of the Hstieh- 


hsi=ytien—are—anpointed to Assistant’s rank. All others deserving of 
retention in the Service are appointed as junior Serviee—Gierss—_n.. 


certain cases of doubt the probationary periods (as Hsiieh-hsi-yiian) are 
_ extended. 


(b) Writers, Copyists, and various Miscellaneous Staff are engaged by 
competitive examination. Subject to their passing a medical examination 
(vide Appendix No. 11), successful candidates are appointed for a 
probationary period of six months. On expiry of this probationary period 
a special report is submitted, on the strength of which they are either 
confirmed in their appointments or discharged. 


Out-door Staff: Service-Listed. 


Requirements in the Out-door Staff are filled by appointees from the 
Out-door School of the Customs College, who on passing the medical 
examination (vide Appendix No. 11) are appointed by the Kuan-wu Shu 
to serve as Probationary Tidewaiters for a period of six months. On 
expiry of this probationary period special reports (including a second 
medical report) are submitted by the port Commissioner, on the strength 
_ of which these Probationary Tidewaiters are either promoted to the. rank 
of 4th Class Tidewaiter or discharged. In certain cases of doubt the 
probationary period is extended to one year or even longer. 


3.—SYSTEM OF PROMOTIONS OF SERVICE-LISTED STAFF. 


é 


Of the resolutions submitted by the Special Commission to which 
reference was made under “‘ Appointments,” the following must be 
mentioned in this paragraph :— 


Equal Status of Chinese and Foreigners—The Inspector 
General shall henceforth recommend as many qualified Chinese 
employees to the Kuan-wu Shu as possible for appointment as 
Commissioners and shall appoint as many qualified Chinese 
employees as possible as Deputy Commissioners in. accordance 
with Service requirements and in order to train such employees for 
Commissioner’s appointment. Chinese Tidewaiters shall become 
eligible for appointment to the same higher ranks as foreign 
eae and qualified Chinese employees in other branches 
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aopointment with qualified foreien employees in the same 
‘department. 


Promotion Periods.—Chinese and foreign employees of higher 
rank shall not receive regular promotions in future, independently 
of qualifications, as in the past. Employees whose qualifications 
are adequate shall receive biennial promotions, and special 
promotions shall be given by the Inspector General to senior 

- employees who possess special: merits or exceptional ability. 
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With few exceptions, Service-Listed Staff are eligible for biennial 
promotions under their scales of pay. Promotions are normally given 
from the 1st April and 1st October, and therefore an employee appointed 
in, say, August 1935 will be considered for promotion in October 1937. 


Whilst there are no fixed rules governing the procedure to be 
adopted in the Staff Department in dealing with the semi-annual 
promotion lists, a brief description of the system now employed may be 
of interest. 


On receipt of the annual Confidential Reports on Staff in December, 
the two Assistant Staff Secretaries and the Staff Secretary study 
independently all reports and mark down in special copies of the Service 
List their personal opinions as to the merit of each employee as indicated 
by the Confidential Report. This is done by the allotment of plus and 
minus marks along the following lines :— — | 7 . 


Very good kak of +--+ 
Good 2. i ae. KB + 
Average O 
Poor — 
Very poor. —_— 


Thesé marks are supplemented, if necessary, by brief notes indicating, 
for instance, that an employee is recommended for-accelerated promotion 
or that his services should be dispensed with, etc. 


A special list of all employees due for promotion each spring and 
autumn is prepared in due course in the Staff Department. This list is 
Staff Secretary, who put down their recommendations, based on the 
marks they have allotted to each man from his Confidential Report as 
described above. All the Confidential Reports on each man due for 
promotion are then taken out and studied carefully by the Staff Secretary, 
and final recommendations are made by him against each name in the 
promotion list. The promotion list is then submitted to the Inspector 
General for his scrutiny and approval. | 


Although tedious, the system described above leaves little room for 
error and assures to each employee a fair consideration of his case. 
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Promotions in the higher ranks of the Service are usually subject to 
vacancies and are dealt with personally by the Inspector General with the 
assistance of the Staff Secretary. 


Depending on vacancies, Clerks of outstanding merit are from time 
to time promoted to Assistant’s rank. 


| Tidewaiters are promoted in due course either to the Executive or — 
Examining branch of the Service in accordance with their general 
qualifications and suitability and the vacancies in those ranks. 


Examiners on reaching the rank of Examiner, A, are required to 
undergo a written and oral examination on appraising and examination 
work before receiving further advancement. As a general rule, those 
who obtain 80 per cent. or more marks in this examination qualify for 
appointment to Appraising rank; those who obtain 70 per cent. or over 
but under 80 per cent. qualify for appointment to Chief Examiner’s rank. 
Chief Examiners may sit for re-examination for entry into the ADEA 
ranks. 


Special Advancement. 


Employees of outstanding merit are granted accelerated promotion. 
This is generally done by promoting them from the Ist March or 
Ist September (z.e., one month ahead of the normal promotion dates), 
but in special cases outstanding employees of senior rank may be 
promoted as much as one or more years ahead of their scale. 


Withholding of Promotions. 


Ernpioyees whose work or conduct is not considered to be up to 
standard have their promotions withheld until such time 
as ene reports indicate that they have overcometheifatings: 
Those who consistently receive poor reports are informed by special 
letter of their shortcomings and warned that their further advancement 
and retention in the Service depend on their showing the requisite 
improvement. If they fail to do so, their services are dispensed with (see 


“Withdrawals” and “‘ Conduct and Discipline ’ ’). 

| Employees whose mobility i is limited, on account of family or personal 
reasons, are also liable to have their promotions withheld. A copy of 
Circular No. 3162 dealing with this subject is appended hereto. | 
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4:-—SysTeEM OF ‘TRANSFERS. 


The In-door and Out-door Staffs are divided into transferable and 
non-transferable employees. .The majority of Service-Listed Staff come 
under the former category and naturally receive better conditions of 
service than the latter, which comprises Local Clerks, Ho-shui-yiian, 
District Tidewaiters, and various Miscellaneous Staff. 


The Service has to provide Staff for ports, both large and small, 
distributed over the length and breadth of China. It would be impossible 
to carry on efficiently were it not for the fact that the majority of the 
Staff are subject to transfer. 


The periodic. interchange of employees, both senior and junior, 
safeguards the interests both of the Service and of the individual. The 
constant fusion of new blood into a port assures the maintenance of a 
proper standard of work and uniformity of practice. It is a valuable 
safeguard against malpractice. The climate, the nature of the work, and 
the social amenities at the various ports differing as much as they do, it. 
would be manifestly unjust, if not impossible, to relegate deserving 
employees for indefinite periods to small distant ports such as Szemao, 
Tengyueh, etc. Even were employees willing to remain permanently in 
one port, familiarity with the work and loss of touch with the outside 
world would tend to lead to general slackness and inefficiency. 


There is no fixed rule as to the length of time an employee should 
spend in one port. The periodic granting of leaves and withdrawals 
from the Service naturally necessitate the transfer of employees from one 
port to another to make good deficiencies. Similarly, the selection of 
men or_higher_appointmentand—the-remeval-ef=men—who=througir nr 


health or other cause, are found to be unsuitable, entail the constant 
shifting of the Staff. 


Careful attention is always devoted to the selection of suitable men 
for transfer and, whenever possible, employees who have served a long 
time in one port are appointed to fill vacancies in other ports. ‘Those 
who have served for some years in a small port are, if possible, moved 
to a larger one, and those who have served ‘a considerable time in an 
ubhealthy district are, if possible, moved to a healthy one, and so on. 
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Transfers and appointments are normally arranged seasonally in 
April and October. Throughout the year the Staff Department is con- 
stantly collecting information in regard to port réquirements, desirability 
of transferring certain employees, etc., and this information together 
with the lists of those granted leave forms the basis on which the 
seasonal transfer lists are built up. After careful checking and balancing, 
these transfer lists are submitted to the Inspector General for his scrutiny 
and approval, following which the moves are notified by special gazette or 
despatch according to circumstances. | 

Appointments and transfers in the higher ranks are arranged 
personally by the Inspector General with the assistance of the Staff — 
Secretary. Recommended changes of officers in charge of ports are 
submitted to the Ts‘ai-chéng Pu through the Kuan-wu Shu for approval 
and for the issue of the necessary Ts‘ai-chéng Pu appointment despatches. 

The passages of employees transferred by order of the Inspector 
General are paid by the Service. Employees so transferred also receive 
a mileage allowance calculated according to the kind of conveyance 
employed and route taken, 7.e., sea, river, or rail, and graduated according 
to the rank held in the Service, and in addition a fixed transfer allowance 
graduated according to rank. The transfer allowance is an indemnification 
for incidental expenses incurred, and the mileage allowance is an indem- 
nification for freight, hotel charges, etc. 

Employees in the more senior ranks are granted married privileges 
on transfer, z.e., the passages of the wife and family up to three children 


5.—LEAVES. 

Under this heading must be mentioned two more of the resolutions 
to which previous reference has been made under “ Appointments ” and 
“Promotions.” These are as follows:— __ | 

_ Leave.—(a) Chinese Commissioners, Deputy Commissioners, 
Assistants, Service Clerks, and Writers shall be entitled to short 
leave not exceeding 14 days a year. After three years’ service they 
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shall be granted two months’ long leave; after four years’ service, 
three months’ long leave; after five years’ service, four months’ 
long leave; and after six years’ service or overt, six ‘months’ long 
leave. 


(b) Chinese Proof-readers, Assistant Proof-readers, Super- 
numerary Clerks, Local Clerks, Copyists, and Ho-shui-yiian shall 
be entitled to short leave not exceeding 14 days a year. After 
three years’ service they shall be granted one month’s long leave; 


-after four years’ service, two months’ long leave; and after six 


years’ service or over, three months’ long leave. 


(c) Non-Service-Listed employees shall be entitled to leave 
not exceeding 20 days a year. 


Sick Leave.—Chinese and foreign In-door and Out-door 
employees, if duly certified as unfit for duty by Customs Medical — 
Officer’s Certificate, shall be granted sick leave to the extent of 
three months on full pay with extension of three months on half- _ 
pay. After six months’ sick leave the employee concerned shall 


either be granted sick leave without pay or be invalided, according 


to the discretion of the Inspector General. 


Further information in regard to sick leave and favalidige will be 


found under ‘“‘ Withdrawals.’ 


Foreign Commissioners, Deputy Commissioners, Assistants, and 


other employees of similar standing are granted one year’s leave on full 
pay after the first six years’ service in China and similar leave after every 
subsequent five-year period in China. 
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Foreign Out-door Staff and other employees of similar standing are 
eae six months’ leave on full pay alter the first seven years’ service 
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Leave for all foreign gauplovees and for Chinese Commissioners, 
Deputy Commissioners, and officers in charge of ports is granted from 
the 16th April or 16th October. The leave for other Service-Listed 
members of the Chinese staff is granted from the following dates :— 


(a) Six months: Ist January, Ist July of each year. 
(6) Four months: Ist January, Ist May, Ist September of each 
year. 
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(c) Three months: 16th January, 16th April, 16th July, 16th 
October of each year. 


_(d) Two months or one month: from whatever date the employee 
can be spared. | 


In the case of foreign employees all applications for Inspectorate 
leave are required to be in the Inspector General’s hands six months > 
before the date from which the leave is applied for. In the case of 
Chinese Staff, all applications for six or four months’ leave must be 
forwarded at least three months in advance, and. applications for three 
months’, two months’, or one month’s leave must reach the Inspector 
General two months before the leave is required. Chinese Commissioners, 
Deputy Commissioners, and officers in charge of ports are, however, 
expected to give as early notice as possible of their desire to take leave. 


Whilst every effort is made to grant leaves on due dates, the 
requirements of the Service receive first consideration and, if cee 
aDEncauene are refused or the leave dates postponed. 


6.—WITHDRAWALS FROM THE SERVICE. 
The Customs Superannuation and Retirement Scheme. 


. Compulsory Retirement is called for on completion of 35 years (with 
full pension benefits) or on attaining the age of 60 years (with reduced 
. pro rata pension, benefits), whichever happens first. | 


Voluntary Retirement, with reduced pro rata pension benefits, is 
permitted for employees who have completed 30 or more years’ service. 


Invaliding, with reduced pro rata pension benefits, takes place either 
STiplovee Ss Tequest or at the Inspector General s discretion, provided 

that special examination by a board of three Medical Officers shows that, 

in their unanimous opinion, the employee is permanently unfit for further 


service. 


Pea with reduced pro rata pension benefits, takes place when 
an employee’s services are no longer required owing to Staff reduction or 
reorganisation, or when, through no fault of his own, an employee is 
found to be unfitted for the duties of his rank 7 
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The full pension benefit is the sum that would be required to 
purchase an immediate life annuity of one-quarter the salary drawn at 
the time of withdrawal, and is only issuable to men who have completed 
35 years’ service. Such life annuity can be purchased from a financial 
corporation dealing in such business, such as an insurance company, to - 
which the purchaser pays a sinking fund for the purchase of a fixed life 
annuity. After a life annuity has been purchased, the financial corporation 
or company concerned shall pay the purchaser until the end of his life an 
annual sum according to the amount purchased. The amount of sinking 
fund required for purchasing such life annuity is fixed by the financial 
corporation or company according to the age of the person concerned and 
the amount (of the annuity). The pensions issued to the Customs Staff 
(equivalent to one-quarter of the annual pay at the time of. withdrawal) 
are based on the approximate amount of sinking fund required to pur- 
chase the life annuity of the employee concerned calculated at the date 
of completion of his full period of service. Men who withdraw for 
any of the previously mentioned reasons before completing the full 
35 years’ length of service, receive proportionate sums based on their 
length of service, but the sum issuable in such cases is the estimated 
cost price of an annuity for a man of the age that would have been 
attained by the employee concerned on completion of the full period 
of service, and not the cost of an annuity for a man of his actual age at 
the time of withdrawal. a | 


Members of the Service-Listed Staff are, in addition, required to 
contribute 6 per cent. of their monthly pay. These contributions are 
kept in a special account, are invested, and are eventually refundable in 
full, together with the interest earned thereon in the meantime, to the 
employee on his withdrawal from the Service. This is in addition to the _ 


oro: 


Service pension benefits (Yang lao Chin). 


Resignation (i.e., before com- \ No pension benefits are issuable 
pletion of 30 years’ service) ... in these cases, the employee 

: | receiving only the return of 

| : the contributions deducted 

Discharge or Dismissal (see from ‘his pay, plus interest 
“Conduct and Discipline”’) .. earned to date. 
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Retiring Allowance. 


All permanent Service-Listed employees in the In-door and Out-door 
Staffs are issued a retiring allowance at the end of each seventh year of 
service equal to one year’s substantive pay, calculated at the rate drawn. 
during the last month of the seventh year then ended. 


The retiring allowance serves a specific and essential purpose in that 
it enables employees to make provision for their families and dependents 
against the time of decease. It should particularly be noted that the 
Customs Superannuation and Retirement Scheme is only intended to 
provide for the old age and retirement of employees themselves, and does 
not provide for their families. For example, in the case of the death of 
a Customs employee (other than by violence at the hands of smugglers, 
vide next section) no Service pension benefit is issuable, and the family 
and dependents get nothing but two months’ postmortem pay (for funeral 
expenses) and the refund of the contributions previously deducted from 
the employee’s own pay. It should be remarked that, while the 
Superannuation and. Retirement Scheme provides for the old age of 
Customs employees of long service, nevertheless comparatively few in 
actual fact serve the 30 years required to enjoy the proper benefits of the 
scheme, and still fewer,..of course, the 35 years required for full benefits. 
The sense of security which the retiring allowance provides is therefore 
an important factor in the maintenance of that permanent employment 
which is expected and desired by both the Service and the individual. 


The retiring allowance is issuable solely at the discretion of the 


Moreover, it is not issuable at all to employees who withdraw before the 
completion of their first seven years’ service. Its existence furnishes, 
therefore, in addition to the above a very valuable inducement to long 


service and good behaviour. 


Compensation in Cases of Employees Killed or Disabled in 
Action against Smugglers. 
In order to qualify for issue of compensation, which is graduated 


according to rate of pay, married or single status of the employee, etc., 
death (or disablement) must be the direct result of wounds received, or 
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due to drowning, in the course of an action engaged against suspected 
‘smugglers on the orders of an officer holding full authority for the purpose. 
No compensation is issued in cases of death occurring in circumstances 
other than action, 7.c., bandit raids on Customs premises, etc., or in action 
engaged in without authority, such cases being treated on their own merits 
after reference to the Kuan-wu Shu. No compensation is issued in cases 
of death or disablement of members of the Service, and/or outsiders, not 
qualified for participating in expeditions unless the presence of such 
persons was indispensable to the success of operations and fully authorised 
by the officer in charge. In the latter case compensation is issued at the 
discretion of the Inspector General. 


Compensation for temporary employees is issued at the discretion of 
the Inspector General and is limited to a maximum of two-thirds of the 
amount issuable for employees holding substantive appointment of similar 
rank. | 


7.—CONDUCT AND DISCIPLINE. 


The Inspector General is responsible to the Chinese Government 
for the good conduct, honesty, and efficiency of Customs employees. 
He in turn holds the port Commissioners, and other officers in charge, 
responsible for the good behaviour and general efficiency of the staff 
under their immediate charge. 


A Commissioner may censure by word of mouth or by writing, 
privately or in presence of the assembled members of the establishment, 
or may report to the Inspector General, or may suspend, any of his 
subordinates guilty of or charged with misconduct, and may place the 

person so suspended on half-pay, pending reference to the Inspector 
General. Where the offence with which any subordinate is charged 1s 
of so grave a character as to induce the Cummissioner_to_suspend him, __. 


re 


_the-Commissioner will draw up a report on the occurrence and hand it 
to the suspended person, who will return it to the Commissioner 
accompanied by such a written statement in explanation or extenuation as 
he may desire to place on record. The Commissioner will then forward | 
to the Inspector General copies of his own report and the statement — 
received in reply, and will comment on the statement in his covering 
despatch. | | 
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Non-Service Activities. 


Customs employees are not allowed to engage in trade or to interest - 
themselves either directly or indirectly in the importation or exportation 
of merchandise. Neither are they permitted to receive either remuneration 
or reward for work done or services rendered without written authority 
from the Inspector General. They are also required to abstain from all 
public expression of political views or criticisms. 


The above rules are very strictly enforced. 


A copy of Circular No. 3899 enumerating various offences and their 
recognised punishment is appended hereto. | 


Merttorious Service. 


_ The rewards for meritorious service include the following :— 

(1) The Inspector General’s official commendation. | 

(2) The issue by the Ts‘ai-chéng Pu of a Certificate of 
Commendation. 

(3) The conferment of the Customs Medal for Meritorious 
Service. A copy of Circular No. 4362 notifying the 
regulations which govern the issue of this Medal 1S 
appended hereto. | 


In addition to, or in lieu of, the above, the Inspector General may, if 
he thinks fit, grant special promotions to employees who have rendered 
outstanding service. — | 


Staff Associations. 


The Inspector General actively encourages the formation of social | 
clubs for Service members, but on Government instructions political 
associations, unions, and similar bodies are rigidly proscribed. 


8.—MEeEpDICAL ATTENDANCE. 


Free medical attention, subject to certain qualifications, is provided 
by the Service. Wherever possible, Customs Medical Officers are 
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s 


appointed. A copy of the Rules governing the Appointment of Customs 
Medical Officers, which elucidate the measure of free attention granted 
by the Service, is appended hereto. 


9.—MISCELLANEOUS LOWER-GRADE EMPLOYEES. 


This heading includes Watchers, T’ingch‘ai, Watchmen, Coolies, 
Messengers, Launch crews, and employees of similar standing. | | 


Lower-grade employees are not transferable. ‘They are divided into 
permanent and temporary employees. The former, who are engaged 
when continued service is required, are placed on scales of pay authorised 
by the Inspector General. Normally, increases of pay are granted 
according to the scale annually on the Ist June or Ist December as the 
case may be. . 


On first appointment, a Conduct Book is prepared for every lower- 
grade employee. This Conduct Book, of which a specimen is appended, 
contains a photograph of the employee and special pages for the recording 
of promotions, notes on conduct, imposition of fines, qualifications, etc. 
These books are kept by the officer directly responsible to the 
Commissioner for the proper supervision of the employees concerned, 
generally the senior Out-door Staff officer in the port. Remarks 
concerning the conduct of each employee are entered up regularly twice 
a year in June and December, and the books of those employees due for 
increases of pay are submitted to the Commissioner together with the 
promotion lists for his scrutiny and approval. 


Whilst a Commissioner is not permittec he rates and scales — 
of pay approved by the Inspector General or to increase his staff beyond 
the authorised complement, he may, when discipline or conduct requires 
it, summarily dismiss or discharge any lower-grade employee on his 
_ establishment without prior reference to the Inspector General. He may 
also at his discretion impose reasonable fines on lower-grade employees 
guilty of slackness, carelessness, insubordination, etc., or withhold - 
increases of pay due to them under the authorised scale. | 


ILower-grade employees on the permanent staff are entitled to pension 
and invaliding benefits in the same way as Service-Listed Staff except 
that they do not subscribe 6 per cent. of their pay each month. 


Cg 


Temporary employees are engaged generally at Bees rates of pay to 
perform work of a temporary nature or work which does not offer a life- 
time career. For example, seized smuggling craft which are put to 
temporary preventive work are manned by temporary employees who 


are discharged when the vessels are scrapped. 

A gratuity equal to one month’s substantive pay is issuable at the ‘a 
of each year to all lower-grade employees, both permanent and temporary, 
who have completed one year’s eae acon service, 


APPENDIX No. 1. 


REVENUE DEPARTMENT. 


1°. IN-poor. 


Principal Ranks: 


Commissioner. 
Deputy Commissioner. 


Senior Chief Assistants, A and B. 


Chief Assistants, A and B. 


First i - : 
Second ,, ’ ; 
Third ” ay . ”? 
Fourth ” ” 


Probationary Assistant. 


Principal Clerks, A and B. 
Chief Clerks, A and B. 


First 33 . DB] 
- Second _,, = a 
Third 33 33 33 
Fourth ,, _,, ; 


- Probationary Clerk. 
_ Hstieh-hsi-yiian. 


I nr a ea nr 


Statistical Dept. Technical Staff: 
Manager of Printing Office. 


Chief Reader. 
Proof-reader. 

Assistant Proof-reader. 
.. Printer. 


Other Ranks: | 


Archivist. | 
Supernumerary Assistant. 
Unclassed Assistant. 


Supernumerary Clerk. 


-Local Clerk. 


Chemist. 


Assistant Analyst. 


Arc 


_Ho-shui-yiian, ___ 


~ Shroff. 


Registrar. 
Stenographer. 
Supervisor. 
Indexer. 
Typist. 
Writer. 
Copyist. 


hitectural Staff ‘ 


Architect. 
Candidate Assistant Archi- 
— tect. 

Draughtsman. 

Tracer. . 
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2°, OUT-DOOR. 
Executive. Appraising. Examining. 


Chief Tidesurveyor. Chief Appraiser. — 
Tidesurveyors, A and Appraisers, A and B. Senior Chief Examiners, 


~ | A and B. 
Asst. Tidesurveyors, A Asst. Appraisers, A Chief Examiners, A and 
and B. and B. B. 
Boat Officers, A and B. Examiners, A and B. 
Asst. Boat Officers, A Asst. Examiners, A and B. 


and B. | 
Senior Tidewaiter. 

First Class Tidewaiter. 
Second Class Tidewaiteér. 


_ Third . ‘ 
Fourth __,, 5 
Probationary " 


Various Other Ranks: 


Unclassed Examiner. 
District Local Watcher. 
Supernumerary Tidewaiter. 
Unclassed Tidewaiter. 
District Tidewaiter. 
Transport Officer. 

Clerk of Works. 


eee a — 
nw eS 


oO - a — —— 
ooo = ACOAST-Ofeersor ou ¥e ve Jk Ips, etc. * 


Commander. 

First Officer. 

Second Officers, A, B, and C. 

First Engineer. 

Second Engineers, A, B, C, and D. 
Midshipman. _ 
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MARINE DEPARTMENT. 


1°. ENGINEER-IN-CHIEF’S STAFF. 


Engineer-in-Chief. 

Civil Engineer. 

Assistant Civil Engineer. 
Candidate Assistant Civil Engineer. 
Wireless Engineer. 

Assistant Wireless Engineer. 
Wireless Supervisor. 
Assistant Wireless Supervisor. 
Engineer-in-Chief’s Clerk. 
Draughtsman. 

Tracer. 

Mechanic. 

Wireless Operator. 


-£ 


2°. Coast INSPECTOR’S STAFF. 


Coast Inspector. 

- Deputy Coast Inspector. 
Marine Superintendent. 
Area Commander. 

River Inspector. 

Assistant River Inspector. 


District'River Inspector. 
River Officers, A, B, and C. 
Surveyor. 

Assistant Surveyor. 

Marine Assistant. _ 

River Inspectorate Assistant. 
Marine Clerk. | 
Draughtsman. 

"Tracer. 

Supernumerary Clerk. 
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3°, Harpours SYAFF. 


Harbour Master. 
Assistant Harbour Master. 
First Class Berthing Officer. 
Second Class Berthing Officer. 
Third __,, : 3 
Stenographer. 
Magazine Keeper. 
River Police Superintendent. 
_ Inspector. 

‘Sergeant. 

_, Constable. 

First Class Harbour Master’s Clerk. 
Second Class Harbour Master’s Clerk. 
Third 3 7 im 
River Police Clerk. 


oF ”) 


>) . 


4° LicuTs STAFF. 


Inspector of Lights.. 

Chief Lightkeepers, A and B. 
First | ‘, ;; ‘5 
Second e - 55 
Third ‘i ‘s a 


5°, Marine StarF (Officers on Lights Tendets, etc.). 


| aie ae 


Second Officers, ‘ B, ae C. 
First Engineer. _ 

Second Engineers, A, B, C, and D. 
Midshipman. 
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zi n making out this Report, the instructions of I.G. Circulars Nos. 4101 and 4448 are to be carefully followed. 


oe 2 2 eee ee ee ee 
CHINESE ASSISTANTS AND DEPUTY COMMISSIONERS. 
Confidential Report for Year ended 31st December 19.......... 
cesseectanenccenneaee ecotageseeceeecteeecethensenneceannnnanen ik ry Hope ect eect edhe 
( [ 7# x English. ] ” B ia a 
RE % Name, 
[ [# 20 Chinese.J CE. RF BE Married or Single ........cvccceccceeccvrevecseoeeenes 
WE Far PRM cae ences ssn tpendaccpe ess cheat ce vet apne ante aetinee dene oe 
A Ze fe WR Present Age ......-.-----c--c-ceseeoececeeeeeeseeeeeeseeees ABR ES 2¢ BK No. of Years in Service.....o-sssssierseensecevess 
AR ae FH Be OA Bk (Re BE OS BK ME Z RR DP) 
Total number of days absent from duty during year _ Pan Bs 1] Be Pe ; a gil 1 
“(excluding ice eee toe ee eee ys; Local leave,nndays; TOTAL. ays. 


Aj A HE Capable? 
3 253 73 ‘Trustworthy? 
(Ow OBE fk Tactful ? 
2 25 %) 4 Industrious? 
2 4% AR ft Subordinate? 
HE 48 $8 th A. Can command others? - 
2 a ye RA Intelligent? 
= 3 #32 Discreet? 
3 B® HA Gh Ht ~Respected ? 
PE HE YA ZS ~=—- Good-tempered ? a : : a 
4i Gi $e Well-mannered? ne ee ee ee ae 
Ce Opiunesmoker? | oN 
2% II.—EpucarTion. 
at Se FO fr Coneral education t 
i OC fe Te Knowledge of Chinese? : ——— 
ae fF a Fr = COf Chinese dialects ? 
He 3c FE HE an fy «=O English? 
i 4h Hb BH 3c He AB HE tm fe] Of other Foreign languages ? 
: X fe WWI—Worx. 
=H WH Reliable?’ 
3% Hh HE Quick? 
2B e eB Neat? 
3 wR wR) BE Punctual? 
By Ys OE SEL te 40 BK tu fh} - Knowledge of General Office work? 
BS Be Ht RL fe 40 KH kn PY «=O Returns? 
SH HBL fe R40 fF] «Of Accounts? | 
wy HS ML te So Kn FY OOF Secretary’s work ? 
PS & 4k EL te Sn Mn FCO Appraising Office? 
ys % BALL fe ko BK tn fy ©=Of Native Customs? 
#7 “ «Can he typewrite? 
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In making out this Report, the instructions of I.G. Civeulars Nos. 4101 and 4448 are to be carefully ollowed. 


KBAR ap oe RS eC ROG 
CHINESE CLERKS. 
Confidential Report for Year ended 31st December 19.......... 
[ aera [ HE Boat preety aes SEH Family Home...........-.---e0eccensneeceecrececneneeeneneensnens 

RE mee RT on eee 

[#8 30 Chinese.) _ C, % WS 2B Married or Single......-..--c-----r-eereee ee 
WE fy Rank.......-.--- cveeeseeeeeneessteeseneeates picler tase vegies | 
SB fe 42 WH Present Age........-----.----10-011eeeeeeeee ee | AR OPS 48 BONO. of Years in Servt0e....-..------------eeeeeee-s 
oA ae a (OB) AK HE SB OMAR Dt) | | r 

Total number of days absent from duty during year | is = d H . i 11 ba Pe ni at a 
(excluding Inspectorate leaves)... ..ssecsaccees cc aa an fi aie ail Bao meunpennye! 


| B, 4 I.—GENERAL CHARACTERISTICS. 
Capable ? 7 


Ai HE A BE 

= 4% 42 Trustworthy? 

3 3 tf «©=6Tactful? 

= & | %) «=Industrious ? 

2 AR «©Subordinate? 

KE BB 8 3 4h A Can command others? 
3 35 MB BY Intelligent ? 

#2 $# 3 =-Discreet? 

3 BB A % B Respected? 
ME tH ii MG Good-tempered ¢ 
Ai 3% i $% = Well-mannered ? 


Bei 8-H Opium-smoker?t =~ % Ste é 
a 2 8 II.—EpvucarIon. 


cearormeserencel ag 
So On Og i St a a 


% =z a RE ann 4B] eewidee of Chinget ? 
#e $E i] HH BH OF Chinese dialects ? 


ME AE EE fi Of English ? 
ft 4 Ob B20 pe FE BE an fF} Of other Foreign languages ? 
X. f— III.—Work. 
3 3H ay 3 Reliable? 
32 25 HE Quick? 
ti GER Neat? | 
2 35 Fe aE BS] BE Punctual? 
WS Ps HE OL (fe +n Kt F]-- Knowledge of General Office work ? 
OS BE BY OM OL fe 40 Hn fy 0 Returns? 
we PS @ St SB OL fe Sn Be tm fH) Of Accounts? 
OK AS ROL fe Fn Be tn fh] Of Secretary’s work ? 
WO 8 1 ET fe en BE tn 8) «Of Appraising Office ? 
St WS % AOL te fn BE tt FY COF “Native Customs ? | 
BE 4 47 4% = ©Can he typewrite ? | 
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A #E IV.—QUALIFICATIONS. 


HBAS ERB BR WH Qualified for Senior Clerk ? 
| AGH BR HAM For Assistant? 

+H fi] O BR 3A LL fe 4% FY Be «Particularly suited for any special Port or Work ? 

Ay RE HE BR A HE «Special qualifications ? 


( Be B® 3 3 V.—HeattrH anp Mosiiry. 


A. Any dependents ? 

fe. How long in present Port ? 

>. 4 J) 8 es Any special reasons for transfer or retention? 

BH ME 4 KR HF 4 ~sCPorts served at during career, with length of service at each ? 


> df Ye 

ia aa Ht SH 

So > ho 

32 Sb Dt Dk Oe Ea 
BY -H Be 


xe 26) VI.—GENERAL REMARKS. 


2 # #& Submitted: | 4% WUE 26 «=Approved: 


me ee re PEE eee ROTOR EN RE EEE RE ROE EE Eee rete heeeresenenae met 


tHe ra RK & . RE IK) © Commissioner. 


Deputy Commissioner or Senior Assistant. 


OO 


Custom House, 
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RAR RK 


OA OOOOH EE EHR DE REEN ERE ERE EEE ERE HEER ERE OH TEER EOE 


AOA MAA AERA AEE OEE REDO R HERR EERE EEE H DEERE HERE EREH EHR 


38 7eE ce Present Age...---------::cc--0ce-cceeseeneeceeeeecenneeees 


4p 26 EE KO OF 
TIDEWAITERS. 


- Confidential Report for Year ended 31st December 19... 


#5 % Nationality or Family Home ...........-2.+1--2---000 


Ce i Bu es BE SSBF) 
Married [Nationality of Wife] or 
LISLOE sere e hea gs twee alle Rigg G8 ae 


ee ee 


Ak Hs 42 Be No. of Years in Service .....-.-..-.-2.-000022e220 0 


ee een nISynn IES EnSERISNEIS ESI RESEND RRER REREAD assess aascaaaaaaaaassaaaadasaaaaaaaaasasaaazaialaalaaaai 


A 42 2H A RH BK HE ze Re RM) 
Total number of days absent from duty during year 
(excluding Inspectorate leaves) ...........-+-.. 


E 


X H x 6 OB H st at A 


Sick, .-coreeee days; Local leave,........... days; TOTAL..........days. 


3, 4p %I.—GENERAL CHARACTERISTICS. 


+ Kor. Boreign-Omiters--. 


Sg ee pe 


<5 25 = & = ae at 
6 “iadic > 6 


— 


Bae WR 4 &~ Intelligent and capable? 
5 25 HE a BH HGS = Tactful and discreet ? 
3 3 3) ih 4 Hardworking and industrious ? 
3 3 8B RGB Energetic and active? 
& 3% & KW H Steady and reliable? 
ZG BA ot AR HF Zealous in Service interests ? 
Kaw ARTE Willing to assume responsibility ? 
# 258 1 fe # & & Interested and keen in his work ? 
£ & MH Honest? 
 & ARG Subordinate? 
A 8% #E HW  Self-controlled ? 
ME Ht if Al 2¢ Temperate? a 
5&1 je~Opium-smokerh}= a ea 
se $98 Hh it an (9) Appearance and manner? 
& 8% ITI.—EpucaTIon. 
_ 3S i Be RK An fJ__General | education ?- 
¥ | RF a 4] Knowledge of Chinese?* ge ee 1) 3 
SE IC FE HE tn fy) ©6OCOOf English ? 
3 4 Sb B30 SF HE HE kn fH] Of other languages ? 
4 3: 49 Aj 30 3H OAny certificates? 
< fe JII.—Workx. 
SOS 4 BO EA Es Knowledge of Tidewaiters Instructions ? 
#E wt) 3 AA BW fF ~~ Reliability in carrying them out? 
WR i HT te A Bh MW Efficiency in Searchwork ? 
BARA R(AUHABRA & ig St Manner with Public, especially Chinese ? 


4+-For’Chinese Officers. 
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A #E IV.—QuaLiFIcaTIONs. 


AR BG SR Zz #& Qualified for promotion to next rank ? 

AG #2 Ft BH Bl BH BH For Assistant Boat Officer? 

AG HF BS Bl Se & B HZ # For Assistant Examiner? 
By BM FE EOE) Could he be in charge of a Station ? 
BE 2 48 48 th A. Can he command others ? 
Be 7) AR iy IA CL fe ke BH BH Particularly suited for any special Port or Work ? 
A OR PR 7 BE Speeah qualifications ? . 

f BE ® ZB RM V.—HEeEALTH anv Mositiry. 

#8 #% xn {A} Physique ?+ 
3 8S 3 & fe BE General health? 
38 AO ORK (40 BROS BE OW BB 4) Any physical disabilities (lameness, deafness, etc. Me ? 
RAK OG Family? 
fey FR AE YH 46 HEA Any dependents ?+ 
#2 7A AO F 42 How long in present Port ? 
Aj $E €S FS Ee RO A ZS AH BY BE Hs OAny special reasons for transfer or retention ? 
Fe 0 BF Ge SS HA Long Leave:* When due? 

$t Gk S 35 ZH «Will it be applied for? 
A BS AOR AR BS oA te BE Ey: BOE FF 4 CPorts served at during career, with length of service at each ? 

#8 28 VI.—GENERAL REMARKS. 
| * For Foreign Officers. + For Chinese Officers, | 
Se # a Submitted: | —_ 1G UE YE 7 Approved: ee eee 
ss f£ ‘T B RK BE & w) Commiusgioner. 
Deputy Commissioner (Out-door) or Tidesurveyor. . . 
8 Ba 
Custom Housr, 
ae —# e H 
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# fH «IV.—Connucr. 


3 4% BB A 25 #8 8) “Manner with Subordinates ? 
4 4% i] EK A BH 6%) =~=Manner with Public? 
A He Y.—Quauirications. 

AE Ft FS & M&M Ht WH Qualified for Senior Assistant? 

AE Ft Bll BE OW FB] HH For Deputy Commissioner? 

AGHBAMEREARRE ARH For ““ Charge” and Ceeaiee 
HRA AR ey AL fe HH BY iH Particularly suited for any special Port or Work ? 
AS 4 PR A RE Special qualifications ? 

| ft 8 2% SB VI.—Heartu anp Mosmrry. 
A tS 2G ft RH Health? 
RAAT #F Family? 
fy FH AE TE 4% Ay BEA Any dependents? 
ART GB A EF 4 How long in present Port ? 
AS AE g a BRR BP oz Ak By) SB ok _Any special reasons for transfer or retention ? 
A BRYA OAR YE 211 Ee eS pe OE Oy a Poris served at during career, with length of service at each > 
8 Ff VII—Generat Remarks. 
= i 4% = =©Submitted: AK HE 4% =Approved: 
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‘EF ft ‘& A HK tif ba) 4 a) Commisstoner. 


Deputy re or Sentoy Assistant, 
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In making out this Report, the instructions of I.G. Circulars Nos. 3939, 4101, and 4448 are to be carefully ollowed. 


am ARS wR a 
CHINESE WRITERS AND COPYISTS. 


Confidential Report for Year ended 31st December 19... 


( lapses gdecr avant naa ced aprate rats pices sis cere aeee tap eentents SE EC Family Home .... ....-.....00---e0cesseererneresencesenvanscaeeses 
RE % aa | 


ee ee lied 


[ #6 3C Chinese.] Ei, eS 4K Married or Single -..-.-1112::ceeeseeeeeeeeenes 


WE Be Ram ....-.----------------c- ence enters . 
38 46 46 wR Present Age ...-...----------- Ailes ease ses paennee AR I 46 Be ONO. of Years in Service......--------------------- 


Total number of days absent from duty during year 
(excluding Inspectorate leaves)........++-+e00- 


Fi Sater of age snot om ty Suna yar | AE c: #-«& ®@ #8 3 8 


-—GENERAL CHARACTERISTICS. 


.=j 

ga 
=a 
ee OL 
— 


- Capable? 
Trustworthy ? 
Tactful ? 
Industrious ? 
Subordinate ? 

4h, A. Can command others ? 
Intelligent ? 
Discreet ? 

tk H Respected? 

a3 Good-tempered ? 
Well-mannered ? 


Dh RE HO oR ee PB Sh 
DY ia ON ON DY ON ON DY ON ON Ge 
ial Bot OB Set oat a SS 
St>-HERRER MS 


ZB 2 II.—Epucarron. 


sens aera 


Sa NR ae 


8 JE an fj Knowledge of Chinese ? - 
4 2& a (4) Of Mandarin? 
Be if 2k Ob RE PE HL HF Of other Chinese dialects ? 


ha 


a fe IT.—Work. 


fe # By H = Reliable? 

fe % BMH Quick? 

3: BB a #Z Handwriting neat ? 

2s #k we HI) BE Punctual? — 

25 He HE TK AC FH HR Can he draft Chinese despatch? 
25 47 = (FR 3) Can he typewrite? © 


i Be Ha oh HH 
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A BE IV.—QUALIFICATIONS, 


eR CAMA ST RH Qualified for Writer ? 
fe 4% Fi Of HE ©Special qualifications:? 


(# Be B® 3 2 V.—HeaLtu ano Mositiry. 


Family ? 
% KR Any dependents ? 
-F 42 How long in present Port? 
By > Se Py #8 Hy Any special reasons for transfer or retention? 
RES CUD RPARAR EDR AS TS 
d 


d at during last 10 years, with length of service in each? 


yh Rb SR dn 
ct i Soh Bt DBS 
+#0 > ie 
PSE CU of OI aX 


ft 
zo 
oT 
# 
BK 
Ba 


ae) 
° 
i¢7] 
fe 
4 
is 


= ¥8 FR Will he apply for Inspectorate leave ? 
Ki How long? 
BE #4 - From when? 


Hus 
ay 
am ik 
rallies 


# 2 VI.—GENERAL REMARKS. 
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I.G. Circular No. 4448 (Second Series). 


SHANGHAI OFFICE OF THE 
INSPECTORATE GENERAL OF CUSTOMS, 
j i 


SHANGHAI, 74th July 1932. 


CONFIDENTIAL REPORTS: HINTS AND INSTRUCTIONS 
TO COMMISSIONERS ON PREPARATION OF. 


Sir, 


LG. Circulars Nos. 1864, 2735, 3483, § 5, and 4101 and Chief 
Secretary’s Printed Note No. 1650/P.S. have dealt at some length with 
the matter of the preparation of Confidential Reports on Staff. 


It will be readily understood that the present need for staff economy 
calls for increased efficiency on the part of individual employees. 
Further, it has been definitely laid down that less consideration will 
be given in future to seniority, that regular promotions, independently 
of qualifications, will no longer be given, and that special promotions 
will be granted to senior employees of special merit or exceptional 
ability. . 


From the foregoing it will be seen that the importance and value of 
the Confidential Report have been greatly enhanced. I have therefore to’ 
enjoin upon Commissioners and others responsible for the preparation of 

these Reports tha _is_absolute} im: perative that they should be made 


i — Na Aor ee Rint cer ase Ba Pat eS _A>—* oe te 


out with the utmost care and, further, to point out that there is at 
present a lack of uniformity in the manner of their preparation, which > 
renders comparison of individual merits and qualifications no easy. task. 
Moreover, the phraseology employed is often ambiguous and open to 
misconstruction. = 


_ With a view, therefore, to ensuring a greater measure of uniformity 
in the preparation of Confidential Reports and in order to assist 
- Commissioners in a task which is admittedly difficult, I now append, for 

your information and guidance, certain ‘“‘ Hints and Instructions on the 
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Preparation of Confidential Reports,” in which are also embodied the 
more important of the instructions which have appeared in previous 
Circulars on this subject. 


I have finally to say that this Circular and Enclosure are to be 
carefully read by all Commissioners and those whose duty it is to prepare 
Confidential Reports on members of the staffs under them, and the 
instructions contained herein should be closely adhered to in future. 


I am, etc., 


F. W. MAZE, 
Inspector General. 


* 


ENCLOSURE. 


eens 


HINTS AND INSTRUCTIONS ON THE PREPARATION OF 
CONFIDENTIAL REPORTS. 


I. 


The attention of Commissioners is drawn to the following general 
instructions in connexion with Confidential Reports :— 


on or possibly to discharge, Commissioners are. 


Pm oe $463 re ae ee Se oe ee ee ee a STTUPoCe oT an r g WI1 
ee Ae yy CS eC ae ajcs 0 ra ne 


on the Report. 


2.—In the case of Reports prepared by subordinates, the Com- 
missioner should add his own comments if he disagrees with anything in 
the Report submitted to him for signature, or if he considers it to be 
in any way inadequate. | | | 8 


ww ooo) 


3.—Recommendations for promotions of Clerks to Assistants should 
be made with the utmost caution. In cases where the Reports have been 
prepared by the Deputy Commissioner or Senior Assistant, such 
recommendations should also be endorsed or otherwise commented on 
by the Commissioner. 


4.—In the case of Quarterly Reports on Hsiieh-hsi-yiian, it is to be 
noted that the Report for the fourth quarter should state in conclusion 
whether or not, in the opinion of the Commissioner, the employee is 
qualificd for appointment as Assistant. 


IT. 


In the actual preparation of Reports, the following hints and 
instructions are to be adhered to as closely as possible :— 


> 


1.—Under the heading “‘ General Characteristics,” it is desirable to 
standardise replies as much as possible. Thus, the following terms, 
according to group, should be considered as synonymous: 
ROUGHLY 
CORRESPONDING TO 
(a) Exceptionally, outstanding, extreme- Very good . ++ 
ly, markedly so. | 
(b) Very, above average, undoubtedly, Good. . . + 
unquestionably, quite, entirely. | 


(c) Yes, average, medium, passable, Average a ) 
ordinary. | _ | 

(d) Fairly so, not entirely, could i improve, POOk a "se. = 

(e) No, quite the contrary, found want- — Very poor _-— 


ing, inadequate. 


It is not intended, however, to limit Commissioners to a terse use of one 
or the other of the above remarks. They should endeavour to make the 
impression they intend to convey as clear as possible, but the above 
should serve as a guide to the comparative value of expressions employed. 
On the other hand, some of the questions (Respected ? Opium Smoker ‘) 
call for little more than “ Yes” ” or “No” by way of answer. 
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2.—Under the heading “‘ Education,” greater care should be exercised 
in replying to the questions regarding knowledge of Chinese, Chinese 
dialects, English, other (foreign) languages, etc. The extent of such 
knowledge, fluency in speech, etc., should be carefully ascertained and 
indicated as far as possible. It should also be borne in mind that 
knowledge of a foreign language is apt to become rusty through disuse. 
Also, possession of degrees, diplomas, etc., should be recorded. 


3.—Under the heading “‘ Work,” in the case of — 


(a) Indoor Staff—The extent of the employees’ knowledge of 
the various branches of work should be more carefully 
reported upon, and, in view of recent changes in practice, 
etc., it would be advisable to indicate at what time 

employees were last engaged in each particular category 
of work. Similarly, the degree of proficiency in type- 
| writing should be carefully aes! and clearly indicated, 
1.e., quick, slow, etc. 


(b) Out-door Staff.—Particular attention should be paid to 
queries under this heading, and answers should be as 
informative as possible. 


4.—With the increasing need for knowledge of a specialised nature 
in the various branches of Customs work, the headings “‘ Qualifications ”’ 
and ‘‘Special Qualifications’? assume a far greater significance and 
importance than hitherto. Information under these headings is particu- 
larly valuable in the case of members of the Appraising and Examining 
branches. Therefore, in the case of officers who have served in an 
Appraising Office, mention should be madc of this fact, as also the 
“number of years served and at which port or ports. Similarly, where ~ 
officers have specialised in some particular class or classes of goods (for 
example: piece goods; drugs and chemicals; paper and fibres; metals and 
machinery ; electrical goods; Chinese medicines; other native commodities; 
etc.), the fullest possible information should be given as to the extent of 
such knowledge, and how acquired, 7.e., whether by former occupation, 
practical experience, or by study of technical books, etc. 


Special qualifications, however, in the case of other categories of staff 
are of equal importance and should be carefully recorded. In the case of 
the Eeecunve branch of the Out-door Staff, special mention should be 


made where officers hold a master’s or other certificates and ‘of officers 
who are considered capable of commanding launches or who show special 
aptitude for preventive work, etc. 


In the case of Tidewaiters, particularly 1st and 2nd Class, care should 
be taken clearly to indicate whether they are more suited for Assistant 
Boat Officer’s or Assistant Examiner’s rank, and possession of nautical 
experience or specialised knowledge of any nature should be carefully 
recorded. 


5.—Under the heading “ Health and Mobility,” information should 
be more explicit. The physique (in the case of Chinese Out-door officers), 
general health, and physical disabilities of employees should be reported 
on clearly and concisely, and, with regard to the queries ‘‘ Family”? and 
“‘ Dependents,” it should be clearly stated whether such are present or 
residing elsewhere. 


6.—Under the heading “‘ General Remarks,” it should be borne in 
mind that the value of a Report depends largely upon the information 
given in this section and that the fullest, not the least, information about 
individuals is what is required. Statements such as “A junior officer— 
no remarks other than those above”’ are only so much padding. With 
every allowance for the difficulties experienced at the larger ports in 
reporting zm extenso regarding the respective qualifications of a large 
number of junior employees, it would still seem possible to indicate 
whether any particular employee is the “‘best,’”’ ‘‘second best,” ‘‘ among. 
the best,’ etc., of men of his category or rank attached to the port in 
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Sides ate ek ea cloces se sulieay ten ae Customs. 
TS A HE at x 
Return of Foreign and Chinese Staff Requirements in the Revenue Department. 


) £28 Bi ES ia) AS SE > SE = PL BE (S/O Circular No. 38.) 
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. H— Al pr ee B mr A ae A BRK 
We i RABY MiRAl ae AZEm BY Zé 
CLASSIFICATION OF STAFF.. STAFF SrarF | DUFERENCE BETWEEN REMARKS. 

. ON . REQUIRED. _ STAFF ON 
AST oc AST ceeccrcsesessseceseeeed 9 ocucAND 
19 ww. STAFF REQUIRED. 
HG BH 4 > 


Ay BE We I I.—IN-poor Srarr. , | In Excess, | Short. 
FH) RK ¥¥ B] Deputy Commissioners. os , 

YY FG HE : FRESE SS - GR Ses 

Assistants, Foreign: Senior Chief, Chief, 1st, and 2nd . 


AY FS BR: HIE A, 48 BRINE 
Assistants, Foreign: 3rd, 4th, Probationary, Supernumcerary, and 
Unclassed. 


He PE BE We: AY SE HAE, — Ee 


Assistants, Chinese: Senior Chief, Chief. ist, and 2nd .. 
4 FEA = BAH, #8 Tt Be He Bi s 


Assistants, Chinese: 3rd, 4th, Probationary, Supernumerary, and 
Unclassed. 
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Clerks: Pe Chief, 1st, and "2nd ee 
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‘Tidewaiters, pot. Senior, Ist, and 2nd 
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d idewaiters, Foreign: ae and Probationary ;and Local Watchers 


HE 8 AG i: RS Ske = = 

a cdewaiters: Chinese: Seder 1st,and 2nd... 

#6 72 48 HE ia: = EVO ee BA, He BN SE Be AC TT 

Tidewaiters, Chinese: 3rd, "4th, Probationary, Supernumerary, 
Unclassed, and District. 


( He PEWS 13 FEAT Total: Out-door Staff 
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APPENDIX No. 3. 


ce ae 
Bio Fe RE OR 
MEMO. OF SERVICE. 
{ See Circular No. 23 of 1874.) 
tf iO 
CHINESE MARITIME CUSTOMS. 
. . Ht | ST A | 
so eataw anne ele vddsantceetpatpned: DEPARTMENT: CHINESE: STALE, chic credieiideneergedbuseohn dees 
% BC tk AB | | He CE HH By 
NAME: ROMANISED (in full). NAME: CHINESE (in full: Asing, ming, and hao). 
pi ¥§ NaTIONALiry. EF fe Yrar, Montu, anp Day vr Birru. ext. AL fh BIRTHPLACE. 


Appointed tO reece ce eereesseeeeertseeeneneenenneesereeneneerenes Department: Chinese Stall ie teen eee 
4e HO Uk FE {PS BA f£ i) ak FF 3 #8 . MAB A) GS 2 
(yn what Date. ‘To what Port. In what Capacity. On what Pay. 1.G.’s Despatch. 
# bis 
4a Hy BB HE = ING eptetiwrteen cs. Of Davee: 
rap peteacd Mickerds, eyeaadeoes agieeteeeen, § aaplanedavaeqendnauseeays Pes Panes per month. en eae ae 
#E 5 BE AR ES. ASE (3 FB ) B-Bik BRAG I 
CAREER IN SERVICE (CHINESE STAFF,.-----------------2--eeeeeee-+ ) from First Appointment to Date of present. Memo. 


EW Ze ROD) A BH OF OR OTS ROBY, RS BE ES OG) ae 3C, TE TR BS, i BE) A ial 
fil) 1% 7E 4 BA AR ES OF BT a Be Be A SOB ae oc HS HE — FA 


N.B.—The first “Port,”’ etc., in this section will be the ‘‘Port,” ‘“I.G.’s Despatch,” ‘‘ Capacity,” and “‘Pay”’ entered in the 
section above; Promotions, etc., while at each port are to be entered; the Pay i is to be ““$ per month,” etc. . 


* acne cont 


. £8 8 ES FB] & 3X | oe ei LG A) 2 3. 
WW, 1 Be PY HE BY te (Fy RG ot #% = 1) AoE ae BL 
Port. No. OF IN wHAT CAPACITY. — ee To WHAT DATE PAID. No. oF 
1.G.’s DESPATCH. ' ‘ i; G.’ s DESPATCH. 

' sd eee ee SS co 
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anaes aE Se ——————. eae eee Meee eos Someta egg ee Ne Sal te ani ge aig eee ay eRe Ne Nee PEEL tee ee ge gee ee tne eh oe —— 

- Bi} =& REMARKS. . 

Age. 5; | Ae KCB oF HO H Hz oF A AH 1k) et 4 = Bo TG 

f eseaes pp dbadeeeesivcedes , received § .2.4.......... Retiring Allowance for ............... ennial period, ....-........--- Re Eee 

Ay. A H 4A era SF. Ki AH=E so H H sk) et 43 2 a 7 
cor eee eeeleaseteg s RECEIVERS aseiues cau Retiring Allowance for, ............-.. ennial period, ..........-.---- to ..-----------+- 
ee ene cemeteries tenet ttt ttn trent CN 

ak t A 30] Relieved from duty.............-.. idet Li esiceue gute 19x wel @e for transter tO vedardh aie ies 

4i HH Z He 4G ea AR BA EHH Passage allowance issued by this Office to......-.-.--.-.--+-------1e-eeee 
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a 


a en a aaa 


nineteen | “mmRtmeccsmneRt | pamnumunrnimnenemmntymdiinnaesinatan |  amaiemmmangynneninmanrememmnemnnee |  guuunmmipsancninenit 


[U'SZEP ON 401NI242D 


S#IUDMOTTY JUAaYy 40 | 
PaiDjs aq oF asnoHy ‘aTqenssy 
fo auDN pun sony) | 
-syteusaaueaty (s2ouBMonlV UNM : 
SuIsno}y] ueyi 19430) ‘opquAeg ae | [‘7nf ut uaaia #4 07 saajutoddp many] 
-syTeUIEY (MSE = = hd & | Az0qny saoUeMOTTY | YOTYM Woy | Wolly 54 d uey | . ‘omen 
fy & GF (se YH | xg x“ ee Nat a we Re Beer Is Mei 
> Aa MA i £6 Bi : NE pais. if Wie ie eS fe Bl Th ie 
at BA A (46-3 SHR | ah He Se a tHe) Ht 
MEAG wy | 4 Od te . 
Be) Wiel et By 4] | BBR ae | 
HG Te 6 BS _ 


‘SENGILLNIOddY HB St hy #8 


stnesee rece seca sateen ag) a (2 aa a acca 9,16) ‘i O1ss1M~wo”D 
eo MT = HE F bk 
pevees 6] oreeeereroesremeessnseenees> SATIQUUIAOTAT QOIAIIG jo UIN}IY AT YOY : Os ae ae 
BH Ae ee fy «fel Se seen 
| | een [oli—a] 


‘OL ‘ON XIGNaday ee | 


( 46) 


onsenonosmenitte: : oe 


proce commerce tt 


pn nr ett ees 


‘(gouURMOTTY 3UaY IO) | 978d “Opoy[ | 

“syrelay poyeoeA siozENg | ‘Ayoyny if 8 EH SF “quey | 

Hi (et Be AE) | Eee | —emepuny | dd Cd 
Be 3) GG Bk ZH Sh , my YE 


‘STVMVUGHLIM FF MH BH 


eat 
_ ———— 
a ea 


2 acer sere re 
- a 


? uo paseag I 
‘(QDUBMOTTY . (ssouBMo]ly 
quay JO) | wey pus 
poseoe, wo [ummeinnag | uo | 
*SHIEUIOY sioqieng) -Auomny| 03 Jaysuery, | ANC WOIT | oop MOnY ini Aeg| ‘yuey 
FE fd (RH [MEWS | HOw | PMU | 1 sos ony 55) | 
1 2) 23) ta a | gee ag 7 446 He : 
iH: ZH | id SM : 
SNR SE | 


‘SUAASNVUL WMO w | | | 


‘OUIBNY 
eS le wi 
wt 


‘OWEN 


x 


" [tang ut waar’ aq of) — 


[ol—'d ] 


( 47 ) 


[B10] ‘Mt & Be A PROMOTIONS. 


RE 4% 


Name. 


ce 2 2 ee ee A OR 
Present Rank. | Promoted to be _ Authority. 


sansa eeenaannnenenenemenienmemmmmeemmnmenime: ameennemnnnnnmend teaeiinnndinmeientmeeimimmemtienemmememmnmmmsanamemenmemmennanmnetll Tenmaaanemanrmnarmanerne SR nn nt ee nD ETT 
>: 


oe . * + : : . Fl 


fn #% WE H INCREASES OF PAY: 


| «bon 
PE ae ee Bz Pay Increased Sy 3 Bt BR 
Name. Rank. 5 #244 AO Authority. 


Ba %& Sz. $ 
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F310 i HE 2 WR A INSPECTORATE LEAVES. 
; en * 
| | WK UE TE HA 
ee 4, | a es Leave Granted leu 
Name. Rank. ace Pak. 4 x= RE Wik A Authority. 
Pion To Relieved from 
Duty on 


ee ee ee | 7 
RETURNED TO DUTY FROM INSPECTORATE LEAVE. 


smear seh ants fen te EDATHTERSTET ana 


He AR HR BY 
the 4% RE oF mH By S) A OW a> oC BE Bt 
| Nadae’ Rank Leave Reported for PAuhonG 
Se ee Expired on Order/Duty ° 
Ss nein ae ee at this Port on 
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[B10] cn ot # HR RE RM RK 
SICK AND/OR SHORT LEAVE LOCALLY GRANTED. 
(2 MRE SRE ALSBHAAA—-KERABRRY BiH POE) 
(Vide Circulars Nos. 3873 and 3981 and Chief Secretary’s Printed Note No. 44.) — 


rh 4 me Br 7A eth ae A | ARH Mt 3 
iam Sick Leave Short Leave 
Name. Rank. (Inclusive Dates). | (Inclusive Dates). Remarks. 


| Hows wR tk 
QUARTERS VACANT. 


‘kB AB BéBEcH A | Ae By Ze 


; Since when 
Name of Premises. oh eee 


Last Occupant. 


seetmnmnnntenemanienr trenton 


__ Remarks. 
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p] e193 BS £4 ERK NM ew He Om B 


OUT-STATIONS, SPECIAL DUTY, ETC. 


(i Ar WE ot RB Ay BE Ey He a A eH) 
(Names of employees detailed for Station Duty, etc., are to be recorded under this heading.) 


ke We jee | es ans Hy 
: Since when 
Name. Rank. Station, etc. Detailed. Remarks. 
CUSTOM HOUSE, share acest ea tua apts ta ee, 
Ba, Fe EY 4. Hi | RF a] Commisstoner. 
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[F.—50] ‘ | ae 
a 30 BF he Se HS A 
MEMORANDUM. 
CUSTOM HOUSE, , ¥k To 
; BA oF. Hi H es BT Sa ae OR PRS Ree ee 
Wisiteg tein ethcetag carci eCas She aes aledeecsteuciinas: 193: oS iff BH EF Customs Medical Officer. 
EEE rZ,::_:-£Z~«»+—ie=iteeeecooeccomee 
, a Ay f ee SH ma 86 OP ss 
BS rs a: | i es an 
fey : C4 . ne | BE OR ,: a | 
bE ° ? e 2 BONS a B BA | 
HE fe an Ww A & % 8 wm $ 
yo O48 a ? ae ? Ba ar =e «OCP FA 
fe OAK = F fF it AO ? iS 
BA | 
ED ke This Memo. will be handed to you by -.....2-::::::+:sssseeseesceeetseseseee 
(Piotostaph AG be. < | eee Raced het Gee iette whose photograph, sealed with 
pasted here and the Customs seal, appears. in the margin, and who is a candidate for 
sealed with Customs ; : 
seal.] employinient in: Chis OMee Asi @ aides let sero eo Oe ie 


Please subject him to a thorough examination and answer 
carefully the avesHons given below. 


2. | Bt BF 7) Commissioner of Customs. 
S A tf F 
MEDICAL CERTIFICATE. 


ieee = tsetse ee eee Cee 
Rn, INGE eet iets eee a ehh een iy i dS ene TE TE 
PA ten IRE oe eS a oes teat a es cca se itr Bk BK Pulse Rate ........cc00cceceseseeeeseseeeen 
ph ane 02 cage ete rte een ae OS Wim ME Blood Pressitre cts tc ocean ch eds tengcae ds 
«(A I, A A EOE FL HR 
Circumference of Chest at Level of Nipple Line during Full Inspiration Er ent ene ONE TTON Renn Re ete oe ee E 
6 & Specific Gravity......... Paeee iia Ape eke ae Otte. | 
*» fi Urine, A #§ A AW Is Albumin present? ...... bei ead pect taue 
AY $e $F A Is Sugar present ? «2222222222002 eee eee eens 
1 DASEX BE * Be He At BER, BCR AF tf S45) (0K pay) 


1 Only necessary for candidates for Out-door Staff. * Minimum height (without shoes), 163 centimetres (5 feet 4 anehee): 


* i BE A+ Ast (S+ =m) 


3 Minimum chest measurement (next to skin), 84 centimetres (33 inches), 


on nat ST ty 


Ma eos be 
ra an} Vision Ai A Right Eye ...----------------eeceeceeceeee Fa A okt Byte: 
He By BA HW ° Colour Viston BL. tecnnearnccennnancnesenenncnencceces 


SHARE EET RARE BT WS AE 
Do you find, upon careful examination, any evidence of disease, past or present, of — 
Fa HK ? (ats FB, HE TS HE BY AY BRE Bh) He A HS 


A. Cardiovascular System ? -........2-.---.:---c-ceceeeececeeecrensnecnee seen cennsesanennnene seen seen nee Att tte Eee : 
(Stethoscopic examination of heart before and after exercise necessary.) 


Z, WE WR SS 2 (RO, Bi) ii BB ME A HR BS SE BR Ie) 


B. Respiratory System? (Nose, throat, lumgs.)....-.------------------e-cscoceceec testes eee 
(Stethoscopic examination of chest necessary.) 


AWA 2B CAMA RS RFR E BERR) 
Cc. 


Nervous System? (Brain, spinal cord, nerves.) ---.--.--------2--------cceecrec scence 
(Examine pupillary reflexes, knee-jerk, and for tremor of tongue and fingers.) 


J We 2 (0.8, eB) 

-D. Digestive System? (Mouth, teeth, stomach, liver, spleen, intestines.) ...-.------1--ss:e-essseeeeeeeeesrteees 
Ee ARIK RK 2 EDDA, Be i GH) 

E. Genito-urinary System? (Venereal diseases. Renal or urinary Calculus.) -----------------s-seceeeeeeeeeee 
= | 

F 


Fa PE FL Be AK, EB th K ? 
. Tonsils, Breasts, Thyroid or Other Glands ?  -...-----------+-------e-ercrrrrreressestrrees bao cle uate eI eat se eapateg 


Be RAR? 
G. Skkin, Ears, Eyes © 2 .-------t---ccccneceesessnecedecnenn seseaseecenenennnncsecennsnssecnnsnnensaseateenansnasrsneesenn tate semester ane 


PRED AA TEFEN Mie eS? 


Is the candidate suffering from Hernia, Piles, Anal Abscess, or Fistula ?....--------------s--ssreseesseerrsrerenroernens 


PME SER GRRE ES TRE PMS eRe Bl RRS ? 


In your opinion, is the candidate fit for employment in the Customs Service in any part of China, and 
likely to remain so for 10 to 15 years ? .......--------+--+-+-++- i ac iNileee ol ial hs tin haha ins Toes caus shane ae eeee petite eae nee 


iQ 
J 
- 
ses es 


, State reasons. _ 


. 3% BE EE AB Customs Medical Officer. 
4 SER BS A BOB RR: 


4 Necessary for both Marine and Out-door Staffs :— . 7 ts 
DHEA : Ke ORE, EARS Py HS 6/30, KERB, MRS 6/9 H-RERAB 1 HC 
For ou ee iat : At least 6/30 with each eye without correction; and after correction, 6/9 with one eye and 6/15 
with the other. 


HK A: — IRS HS 6/6, B— IRS WH BS 6/15, AE IR 


For Martine Staff: 6/6 for one eye and 6/9 for the other. No correction is permitted. 


CPM RBA B, PEM Bz HE eee 


6 Perfect colour vision is essential for Out-door and Marine Staffs. 


REM MCP RAAM AK RRA A 3 Eb LIRA KEKE BK 
6 me Ae rence a any kind, excepting mild trachoma and external eye diseases which can be cured in a few days, 
or Marine Staff. 


is permitted 


APPENDIX No. 12. 


I.G. Circular No. 3162 (Second Series). 


INSPECTORATE GENERAL OF CUSTOMS, 
PEKING, 3rd May 7927. 


STAFF, CHINESE: APPLICATION FOR TRANSFERENCE 
RECEIVED FROM, FOR HEALTH OR FAMILY REASONS: 
I.G.S WARNING AND RULING CONCERNING. 


SIR, 


1.—Applications for transference on account of health or family 
affairs have come forward so frequently of late from Chinese employees 
that I find it necessary in the interests of the Service as a whole to say a 
few words of warning and to indicate certain precautionary measures 
which it is necessary to take in this connexion. 


2.—Chinese employees must remember that, with certain exceptions, 
one of the conditions of their employment is that they are expected to 
serve wherever they may be wanted, and that if they are unable to endure 
certain climates or their family affairs render desirable their presence 
elsewhere, their usefulness to the Service and their efficiency become so 
greatly diminished that the question may arise whether it is worth while 
to retain them in the Service. In the pressure of private troubles it is 
too often forgotten that, in the case of conflict between public and private 
convenience, it is the private convenience that must give way to Service 
requirements. _ 


3.—There is no objection t to an employee requesting his Commissioner 
..note_in_the yearly Confidential Reports any reasons he ma have for _ 


Ct ne a N= a Mer Mine 
a aera meneame atone ea Anh acne ewe 


retention at or transference from the port at which he is stationed, anc 
remarks of this kind, if endorsed by the Commissioner, receive due 
consideration whenever it is possible. But, on the other hand, a special 
record will be kept in future at the Inspectorate of all employees who for 
reasons of health or on account of family affairs have specially applied 
for and have obtained a transference; and these employees must not be 
surprised if, when the time for promotion falls due, they find that other 
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a 


and more mobile men have passed over their heads. In some extreme 
cases it may even be necessary to call upon men who cannot be transferred 
for reasons of health to ‘resign or to appear before a medical board with a 
_ view to invaliding them. | 


4.—The Commissioners are requested to see that every Chincsc 
Assistant and Clerk on their staff reads and understands this Circular. 


I am, etc., 


‘F. A. AGLEN, 


Inspector General. 


AppENDIx No. 13. 


[F.—+46 ] ; 
_ CHINESE MARITIME CUSTOMS. 


Rules governing the Appointment and Employment of Medical Officers. 


1.—APPOINTMENTS to the post of Customs Medical Officer are made as a general rule by the Inspector General | 
of Customs upon the recommendation of the Commissioner of Customs at the port concerned, it being the duty of | 
the Commissioner to recommend the candidate best suited to Customs requirements and local conditions. The 
Inspector General, however, reserves to himself the right to make special appointments or arrangements independently 
o* the Commissioner’s recommendation should circumstances require him to do so. It is to be noted that individuals, 
not medical firms, are appointed. 


2.—A candidate desirous of appointment (or reappointment after previous resignation) as a Customs Medical 
Officer should present a formal application in writing, stating age, nationality, degrees, professional diplomas, and 
slabenr experience, to the Commissioner at the port concerned, who will, if he sees fit, transmit it to the Inspector 
eneral. A . 

3.—The post can only be held so long as the holder remains at the port to which he is appointed. Leave is 
not granted to Medical Officers. If a Medical Officer leaves the port either on home furlough or for residence 
elsewhere in China, his Customs appointment lapses on his departure. Upon leaving the port a formal resignation of 
the appointment in writing to the Commissioner is required for transmission to the Inspector General. The Inspector 
General has no objection, as a general rule, to appoint the locum tenens of a Medical Officer during his temporary 
absence from China, if recommended by the Commissioner, and to reappoint the original Medical Officer on his 
return if he resumes the practice. 


4,—A Customs appointment as Medical Officer cannot be sold or willed away as part of the medical practice of 
the port. An incumbent’s rights in the appointment lapse with either his death or departure from the port. The 


appointnent carries with it no right to any emoluments or allowances from the Customs Service beyond the salary 
attached to it. 


-5.—'The pay given to a Medical Officer is not merely a retaining fee but is to be regarded as actual payment 


for work done. In return for the salary given to him a Medical Officer is required to attend on— 
(i) All foreign Customs employees: at the port, whether ashore or afloat. in lighthouses or Customs vessels 


a: or i” the vicinity of the port, on leave or on duty, and whether residing in the port or passing — 
through. . 


(ii) Chinese employees in cases where the Commissioner requests him to do so. 
(iii) The families of all Customs foreign employees. 


N.B.—‘ Families” in this case is to be held to mean the wives and legitimate children of 
employees. Parents, collateral or any other relatives, grown-up children earning their own living, 
children at school away from their parents, are not entitled to free medical attendance at Customs 
expense. 

(iv) Candidates for Customs appointments medically examined at Commissioner’s request. 


A Medical Officer is also required to give advice on hygienic or sanitary matters, e.g., sanitary condition of Customs 
quarters or premises, if requested by the Commissioner. 


N.B.—The Medical Officer at recognised health resorts, e.g., Chinwangtav, Chefoo, Tsingtao, is only 
required to attend to Customs families—other than those of the members of the local staff—if the head of 
the family is passing through on duty with his family or has been ordered there by the Inspector General. 


-6.—Special fees (payable by the patient) may be charged for— 
(i) Midwifery cases; 
(ii) Difficult operations other than those necessitated by accidents in discharge of duty; and 
(iii) Medicines. 
But when such special charges are made it must be borne in mind that they are for attendance in connexion with a 
salaried appointment, and it is expected that the: will be on a strictly moderate scale. In the matter of medicines in 


particular it 1s understood that the charges shall not exhib 
trouble of compounding. 
7.—A Medical Officer is required to make out such medical certificates regarding the state of health of Customs 
employees as he may be asked for by Commissioners from time to time. Such certificates will embrace the fitness of 
candidates for Customs employment, the health of employees applying for sick leave or reporting for duty on the 
expiry of sick leave, and the state of health of any employee regarding whose physical condition a statement is 


required for Service purposes. 


__ Medical certificates must state distinctly the nature of the disease (if any) from which the employee is suffering 
ae i leave or transfer is recommended on the ground of health, the reasons for such recommendation must be 
clearly given. : | 


_ In the case of employees proceeding to Europe on sick leave, a statement of the disease, treatment, etc., is, if so . 
required by the Inspector General, to be sent to the Customs Medical Officer in London. . 
Similarly, should an employee for health reasons be transferred to another port, a statement of his condition 


should, in cases where it would be useful and at the request of the port Commissioner, be sent to the Medical Officer 
at his new port. es 


_ 8.—In cases where alcoholism, the use of drugs, or other vicious habit is the chief or a contributory factor in 
the disease of an employee upon whose condition a medical certificate is required, the fact must be explicitly stated 
in the certificate; and in such and all similar cases the Medical Officer will understand that he owes it as 4 duty to the 
Service in whose employ he is, and whose interests “he must endeavour to serve, to supply its responsible 
representatives with all the information in his power. _ 


_9.—When Medical Officers are called on to issue a certificate of fitness for duty to an employee after recovery 
from illness or on return from Inspectorate leave granted for reasons of health, the examination made must not be 
restricted to ascertaining that the individual in questionh as recovered from the particular disease from which he was 
known to have been suffering, but must be of such a :prehensive nature as to include the general health. The 
object of calling for a medical certificate being to obtain an assurance that the individual concerned is fit for duty and 
likely to remain so, a certificate issued without a thorough examination is not only inadequate but misleading. 


a gens nome one oe ee ee ee TS eee a ee eee ee ee a eS Fz P32 
FY . Seren wt Seem Ses 8 Sy et eee bod 


wus t i MW S252 
AH AL OS Se AL TT Be BB HH DS Ze Bw aC PSB SRAKA 
SS UPBTGHEEBRBE- BSB OB a ~ “6B RR HEEB BREA 
EB BAB >oMRAARE SKEBRE H a3 6B ie at Br SS AB) FE 
KREBS APARA BHM OMREHATOSEH HW BRBRAAMB RAG ERR 
ACRAAKRAPEPHBE LoS WRERS BREATH FO Ew Ow 
MR -HBRELUBBRARARH # £°EEBN ~“RBADRMBA RS > Me 
HUA DRAMAS TR F WM DARILo OREM o Ho mee 
> KEREB Z RIE BA pn 7 SMS BSE Rl PA SERB ATA 
, CRE ORB >o Ria HK zB AMES > ED BH RIUM AB> 
ZW Me RRBEBM> Fe Bie ey BE > iB Zoe > BAR o HO 0 AR ESS i Ie 
BHR > 2 > TFKBRBHEA x mepoRA- HAK a BREA A a 0 
GR AAW BALLS —-AL hPR ARH. he 
RRR BE BM o > FFB OD wh A tit SHE 7 * Be» fe AK ae ? gy Tad 
SAM WBE wmRAe BH -~ BRK BHR £HEZ > 2 Bk Fe ED ABE 
REtRE RS BHR H 5 MARR TH Pim Pt eH He BR 
BRE BRE—-  BAzZA =F WEBBER HR 8° EG ARAB? BH 
Bm AKRAAO BRHRB FA FREE > iB SB RE > He > TURK BE ME el 
eM BRR oR BRE FE LAHSA RE LA AMEE Fy, ER 
WR RY AR pl bee > SH BSRS Bi Ze > BENTO Bl. MAAR 
BHU He Braet F > Bia wk Wy) BRB RMCAR 
AiG MEARE 20>). BBE > BE OC HER 9 BROS MA ABBR M> BH 
RRB > Wo mts o Ht FBR o AMR RB AGiERRERS 
of SRA RB BROW £ ge Se KWo cB BH>B 
RAHM HF Fo OM By lie BY RMRUBADRSA 
ARE WH Fy Cen IDE yy, BH k En RRM SSeS 
ee Ud OCUTE CBU ASE Oz 7K ig Se ay || AE TT AG 2 
aoe ARP B HB > Ik go =  s#@ KBmAk ah 
M> BK £ BREH ge HE ° Rt ABR ABH 
me th Mk BRA A ei 4 1 > WR oH > 
ms Ha S Hee FA ne Be Hl. RRB o 6 67flCOk 
ae BE Rh HERE > ne & 6 MRSa BA 
2 WS w FHS ¢ ca BY > E25 fr 8G 
wi BAUM] A ae IR HE Cn aap > D0 
45 SE 2h Wi Bh eR ¥f ~ Re ag GE >omM HEA 
SS ee: Oc 2 ei Ihe ’ WE ie wee BRH> 
Sze RE » Mee K 41 aye Mt 80 ARB PRO SB 
BB MER Be geo of > a - GR Bete 2 if 
BE EH BB RH HM Re tk wo BRR LL A 
Re Ht HM oa + K fe a oF ema th 
SM fest TF ith Ie Re 4%; Ag Ba WEA OO 
o>» »8 BH FH A mm HE 8 ; 46 th ieth RE a] 

se BE Ww Hem A — 349 Fs 2 HE zee > FR 

"am An F&F SHY 8 I Ba AE tx ER MOA OL OR 

# > »o Aen BH > AR ia mh fH # > 

gg GH RM oh 2 KK is >. ff KH -P 5K tHE 

y+ AB WM Aa HOR He 7 Wi {Ea Mm 

> SB BR Ro EF F 4 +. * Hom & FH 

Le? n= a > W 3 ke ) {R.0 ane REO 

A we He He OA i HL Wt wo ORE a] 

% HAR OK OK > 8 #% Gh 1 & igh: He RB 


Ao Hk On Be Se FA SE St 


APPENDIX No. 14. 


I.G. Circular No. 4362 (Second Series). 


SHANGHAI OFFICE OF THE 
INSPECTORATE GENERAL OF CUSTOMS, 


SHANGHAI, 2nd December 193 i 


CUSTOMS MEDAL FOR MERITORIOUS SERVICE: 
INSTITUTION OF, AND REGULATIONS FOR; 
INSTRUCTIONS. 
Sir, 


1.—For some time past I have realised that the Service ought to 
have a tangible means not only of recognising the long and faithful 
service of men who have spent the greater part of their lifetime in its 
employ, but also of indicating appreciation of outstanding merit displayed _ 
in the performance of special work or of acts of heroism in the execution 
of duty. While letters or despatches of thanks and of commendation 
-may be valued, they have not the same appeal as more tangible marks of 
appreciation, and special promotions in many cases are not appropriate. 


. 2,—I therefore advised the Kuan-wu Shu that it is desirable to 
institute a Customs Medal as a recognition for meritorious service, etc., 
and, as you will observe from the enclosed correspondence, the Govern- 
ment have approved of this proposal. Messrs. Waterlow and Company, 
of London, \ with the assistance of the Ins spectorate, have succeeded in 


e aborating an an artistic and suitable design, which is shown in the attached — 
ilustration. 


3.—It should be understood that this medal is solely in the gift of 
the Chinese Government and carries with it recognition of meritorious 
service. It is intended only for those who are serving in the Customs 
Administration of China and will be granted by the Ministry of Finance © 
on the formal application of the Kuan-wu Shu; the regulations governing 
its bestowal, as approved by the Government, are appended; and the 
attention of Commissioners is specially drawn to Article No. 5, requiring 
them to forward to the Inspectorate at the end of the year os list 
~ concerned. 
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4.—It is believed that the institution of this medal will encourage 
the Staff and promote the esprit de corps of the Service; and each 
Commissioner ought to arrange that when the medals are awarded to 
members of the local establishment the presentations should be made 
officially and ceremoniously by the Superintendent in the presence of 
the entire staff. : 


I am, etc., 
F. W. MAZE, 


- Inspector General. 


REGULATIONS FOR CHINESE CUSTOMS MEDAL FOR) 
MERITORIOUS SERVICE. | 
1.—The Customs Medal for Meritorious Service shall be conferred 
in accordance with these regulations on members of the Chinese Customs 
Service who have deserved recognition for long and meritorious service: — 
or in cases of exceptional merit. | 
2.—The medal shall be in three grades :— 
(1) Gold Medal. 


3.—The medals shall be conferred by the Ministry of Finance on 
the Inspector General’s formal application, which shall be submitted in 
accordance with these regulations through the Kuan-wu Shu. 


4.—The minimtim qualifying period shall be 25 years of continuous 
and meritorious service; but in cases of exceptional circumstances or of 
services deserving special recognition the Inspector General may make 
application for the conferment of the medal whether the full period of 
25 years has been served or not. 
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5.—At the close of each year Commissioners in charge of ports, and 
all heads of departments, shall forward to the Inspectorate a list of those 
whose names do not appear in the “‘Service List’? and who have served 
the qualifying period of 25 continuous years, giving against each nominee 
a record of his conduct and work during those years. 


6.—A list of those whose names appear in the ‘‘ Service List’? who 
have served the qualifying period of 25 continuous years shall be drawn 
up, with appropriate remarks, at the close of each year by the Staff 
Secretary and submitted along with the above-mentioned port lists to the 
Inspector General. 


7.—Members of the Service whose names appear in the “Service 
List” shall be eligible for the Gold or the Silver Medal according to 
services rendered or merit shown, while members of the Service whose 
names do not appear in the “‘Service List”’ shall in the first instance be 
eligible for the Bronze Medal. 


_ , 8.—In special cases of unusual merit it shall be in the power of the 
Inspector General to submit to the Kuan-wu Shu the name of a holder 
of the medal of the third or the second grade who is still in the Service 
as worthy of receiving a higher grade. 


9.—The names of all recipients of the medal. shall be published in 
the Customs Gazette and the reason given against each for the conferring 
of the honour. 


promulgation. 
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CUSTOMS MEDAL FOR MERITORIOUS SERVICE. 


APPENDIX No. 15. 


LG. Circular No. 3899 (Second Series). 


SHANGHAI OFFICE OF THE 
INSPECTORATE GENERAL OF CUSTOMS, 


SHANGHAI, 22nd April 1929. 


| STAFF DISCIPLINE: ENFORCEMENT OF, AS NECESSARY 
TO EFFICIENCY, EMPHASISED; RULES JIN RE, 
REITERATED; INSTRUCTIONS. 
Sir, | 


_1.—During the latter years of the Revolution the ancient discipline 
of the Service has been in some instances and in some places necessarily 
relaxed, and efficiency has suffered thereby. I am now authorised to 
instruct you to remind your staff that the Inspector General remains 
responsible to the Chinese Government for the good conduct and honesty 
of Customs employees and that breaches of discipline or disobedience of 
orders must not be overlooked in future. The Government throughout 
have treated the Customs personnel generously, and they naturally expect 
them to render useful and loyal service, to avoid participation in politics, 
and to abstain from action of any kind—either individual or collective— 
calculated to disturb the legitimate authority of their superiors or to 
eee with the acrnininireton ee the Service to which they belong. 
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facilities to present. legitimate grievances through the proper channels. 


_ 2,—It is appropriate, therefore, for me to reiterate “that among 
offences the following may be particularised :— | 
(I) (2) Absence from duty without leave; 
(6) Being intoxicated when on duty; 
- (c) Collusion with Customs brokers (or applicants) to the 
detriment of revenue interests; 
(d) Disobedience of legitimate orders or other forms of similar 
gross insubordination; 
_ (e) Prosecution for debt, etc. ; 
(f) Gross immorality; 
(g) Malversation; 
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(hk) Persistent unpunctuality; 

(2) Unauthorised publication of office matters; 

(j) Being asleep on duty; 

(k) General incompetence; 

(II) (a) Disrespect towards superior officers; 

(b) Negligence; 

(c) General slackness in the performance of duties; 

(7) Uncleanliness and slovenliness in the care and wearing of 
uniform; 

(e) Criticism of superiors or of Coveriment Service matters in, 
the public press, either in interviews or in personal 
contributions, or in addresses which are public or. which 
may be or are communicated to the public; 

({) Malingering. 

The recognised punishment for the offences enumerated under (I) 
is dismissal or discharge; while offences under (II) are punishable by 
disrating, suspension from duty pending official inquiry, the placing of 
the offender’s name at the bottom of his list, étc.; but it must be under- 
stood that the last offences, if repeated, will in that case be dealt with 
similarly to category (I). It should be clearly understood, therefore, that 
the enforcement of strict discipline and obedience to legitimate orders are 
measures which the Government are detergnined to support. This 
premised, I am instructed to state that your staff must shape their conduct 
and action accordingly, in the general interests of themselves and the 
Service; and I am to point out, furthermore, that, unless there 1s 
eae of usefulness and loyalty, there can be no continuity of 
employ’ ymMen! wé ide. CcOpy._.Of ._COrres pone lence__.with.._1the—__]kKyvean-wy--Sbu= 
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appended Hey. 

_A Chinese version of this Circular is appended hereto, and a copy of 
_each version is to appear in your Order Book for the information and 
guidance of your staff. I may add that the draft has been seen and 
approved by the Director General of the Kuan-wu Shu. 


I am, etc., 


F. W. MAZE, 
Inspector General. 
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Conduct Book. 
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NOTE. 


This book is to be kept for the employee 
by the Deputy Commissioner, senior Assistant, 
or Tidesurveyor, who will lock it up in his safe. 
It should be written up and handed to the 
Commissioner on the ist June and 1st December 
each year.—I.G. Circular No. 3054, § 3. 
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initialled by officer concerned.) 
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